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405. 01 Pur pose

The purpose of 103 CWMR 405.00 is to set Departnent of
Correction policy concerning the proper handling and
di stribution of inmate funds. 103 CVR 405.00 is not intended
to confer any procedural or substantive rights or any private
cause of action not otherw se granted by state or federal |aw
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405.02 Authori zation

This policy is issued pursuant to MG L., c. 124, 81 (c),
(q); c.127, §83, 48, 48A, 49, 96, and 162; and MG L. c. 22E,
84, and Executive O der 399.

405. 03 Cancell ation

103 CVR 405.00 cancels all previous Departnent policies
and procedures governing i nmate accounts and noney.

405.04 Applicability

103 CVR 405.00 applies to all enployees, inmates and
patients of Mssachusetts correctional institutions and
facilities.

405.05 Access to Regul ations

103 CWR 405.00 shall be maintained within the centra
policy file of the Departnent and shall be accessible to al
Departnment enpl oyees and i nmates/ patients. A copy of 103 CWR
405.00 shall also be maintained in each Superintendent's
central policy file, fiscal office, and inmate |ibrary.

405.06 Definitions

Active Inmate - Refers to an inmate in the custody of the
Department of Correction, i.e., has not been paroled or
rel eased, and has a status capable of transaction processing
on the Departnent's Managenent |Information System

Cashbook - Journal posted nanually to record the total of cash
transactions processed through the Departnent's Managenent
| nformati on System

Comm ssioner - The Conm ssioner of the Departnment of
Correction.

Department - The Departnent of Correction.

Deposit - Process of transferring i nmate account receipts to
a depository approved by the State Treasurer.

Director of Admnistrative Services - The Central Ofice
Adm ni strator whose duties include the overall managenent of
i nmat e funds.
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Director of Coomunity Corrections - The adm nistrator whose
duties include the overall supervision of the pre-
rel ease/ mni mum security correctional facilities.

Fi scal Manager - An enployee in a smaller institution who is
responsible for the duties of the Treasurer.

| nprest Petty Cash Fund - Refers to a cash fund of a fixed
anount used for small expenditures.

| nmat e Accounting Cerk - A Departnent of Correction enployee
responsible for posting receipts and disbursenents to
i ndi vi dual accounts through the use of the Departnent's
Managenment | nformation System

Li quid Funds - Those funds which are imedi ately and readily
accessi ble for transacti on processing.

Managenment | nformation System - A conputer accounting system
handl i ng i nmat e account transacti ons (receipts and
di sbursenents; also, distinguishes between personal and
savi ngs and the posting of individual interest incone).

PPREP - Pre-Parol e Residential Environnent Phase.

Manual Check - Checks generated by hand.

Recei pt Book Slips - Four-part, pre-nunbered DOC form (Cl -
SECC-1) which docunents the receipt of inmate funds at an
institution by a DOC enpl oyee.

Superintendent - The Chief Admnistrative Oficer of a
correctional facility.

Treasurer - The institutional enpl oyee whose responsibilities
i nclude depositing and issuing checks out of the inmate's
personal and savings accounts; the overall operation and
reconciliation of the inmate account system and the
supervi si on of enpl oyee(s) who keep(s) accounti ng/ bookkeepi ng
records and supporting docunentation (i.e., receipt slips,
inmate withdrawal, issue slips, EDP reports, etc.).

Wthdrawal /1 ssue Slips - Two or three-part (preferably pre-
nunbered) formwhich docunents the request for personal funds
by an i nmate.

11/ 12/ 99 103 CWR - 3



103 CVR: DEPARTMENT OF CORRECTI ON
405. 07 Inmate Wages and Sti pends

(1) It is the goal of the Departnment to have i nmates maintain
a respectabl e balance in their savings accounts at all tines.

Thi s beconmes increasingly inportant as inmates nove toward
| ower custody status where they will eventually be required to
expend their own funds for transportation, clothing, and food
while they are establishing their work-release enploynent
program

The primary purpose for institutional savings is to
insure that the inmate will be released with enough funds to
aid in acquiring a residence and to be able to afford the
expenses related to reintegrating in a conmunity upon
di scharge or parole.

(2) Inmates may receive wages from the Comonweal th of
Massachusetts or in the case of work-rel ease prograns, from
private enpl oyers

(3) If inmates receive wages from the Comonwealth of
Massachusetts for work perforned within the institution in
whi ch he is incarcerated, or for work performed in the Prison
| ndustries Program or any outside agency, he shall receive,
at least nonthly paynent slips indicating the anount of noney
which will be credited to his personal and savi ngs account.

In accordance with MG L. c. 127, s.48A, and with the
exception of inmates serving a life sentence (1st or 2nd
degree) or those declared sexually dangerous, at |east 50
percent of an inmate's earned incone received from the
Departnment or any other state agency shall be credited to the
i nmate' s savi ngs account, the bal ance shall be credited to the
i nmat e' s personal account.

Inmates serving a life sentence (1st or 2nd degree) may
be allowed to expend all |iquid savings funds upon witten
approval of the Superintendent. Bl anket requests for
continuous transfer from savings to personal accounts for
expendi ture purposes should be docunented in witing to the

Superi nt endent . Approved bl anket requests for continuous
transfer may be rescinded at any tinme at the Superintendent's
discretion. In the event of application for comutation or

parole by said individual, approved blanket requests for
continuous transfer shall be rescinded.

In accordance with MGL., c. 127, s.48A, inmates may
expend |iquid savings funds for circunstances of conpelling
need with the approval of the Superintendent. Such requests
shall be submtted in witing to the Superintendent. No funds
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shall be released to an inmate unless the Superintendent
approves the request.
Al inmates shall maintain a balance of at |east $100 in
their savings account unless the aforenentioned lifer or
sexual I y dangerous excl usion applies.

(4) All inmate funds (personal and savings) shall be
mai ntained on the Departnment of Correction's Managenent
I nformati on System Al inmate savings bonds previously

purchased shall stay in the custody of the institution in
whi ch he is incarcerated.

(5 Inmates fromanother state, incarcerated at a Depart nent
of Correction facility, shall abide by the regulating policy
pertaining to i nmate personal and savi ngs funds of the sending
state.

(6) An Annual Revenue Statenent shall be distributed to al
inmates who receive conpensation from the Commonweal th of
Massachusetts for inmate wages and interest inconme paid.

(7) The inmate wage scal e and mandat ory deductions i ncl udi ng
Correctional Industries and Food and Farm Services is as
fol | ows:

.-$2. 00 per day

|.-%$1.50 per day

I1.-%$1.00 per day

-50% For ced Savi ngs

-\Wage Scale - nust average B rate

Basi c Rate | nmat e WAge Scal e
-
I
I

Special M ni mum

(Cadre) -$5. 00 per day up to seven days
-50% f orced savi ngs
up to $30.00 per week from Residence
Fund

Pr e- Rel ease -Prevailing Rate
-15%gross R & B
-25% gross savi ngs

PPREP -Prevailing rate for services
render ed
-No R&B, no savi ngs

M ni mum Job Package Set wages as approved by the

Comm ssi oner
-50% f or ced savi ngs
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Skilled kitchen and -Set wages as approved by the
Commi ssi oner
mai nt enance wor kers
-50% f or ced savi ngs

| ndustri es/ Farm Services Hourly wages for inmates enpl oyed by
I ndustries and Farm Services shall be determned by the
percentage of the work force and degree of skill observed by
the shop instructor or shop manager who reports directly to
the I ndustries supervisor.

The hourly wages shall be as foll ows:

(a) Gade A - $1.00 an hour
(b) Gade B - $.75 an hour
(c) Gade C- $.50 an hour

A wage of $2.00 per day will apply to remaining workers
not covered by specific categories delineated above.

In addition, based on job performance, |ongevity, and
required skills, selected positions may be paid at $1.25/hour
and $1.50/ hour as deternmined by the Director of Industries.

Any exceptions fromthis pay scale shall require prior
witten approval from the Conm ssioner. Al'l such witten
requests shall be submtted through the Director of
Adm ni strative Servi ces.

(8) CGeneral . | nmates who receive wages through a work-
rel ease program or through a program in which a private
enpl oyer provides work within the institution are prohibited
fromreceiving conpensation directly froman enpl oyer. \Wrk-
rel ease checks should be mailed directly by the work-rel ease

program enployer to the institutional Treasurer. Al pay
stubs nust be presented to the Treasurer/Fiscal Manager's
of fice. The Treasurer will then nmake all deductions both

mandat ory and voluntary before rel easing wages to the innmate.

However, those inmates participating in the PPREP Program may
receive their pay checks directly. However, they are
responsible to mail their check stub or a copy thereof and
program paynent to their program coordi nator who shall:

(a) verify that proper deductions and paynents have been
made, e.g., state/federal taxes, child support, etc;
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(b) ensure hours worked are consistent with the participant's
weekl y work schedul e;

405. 08 Mandatory Wrk Rel ease Deducti ons

(1) Mandatory work-rel ease deductions shall include, but not
be limted to, the foll ow ng:

(a) Any authorized assessnent, including, but no limted to
court assessnments, fines, restitution, victim and w tness
assessnments, the cost of preparing, collecting, and processing
DNA sanpl es, and other legislatively authorized assessnents.
(b) Room and Board - fifteen percent of gross earnings,
including overtinme for each pay period. Room and board
col l ections shall be deposited into the consolidated account;
and a check in the amount of these collections shall be sent
to the State Treasurer on a cash receipt form (Form CR) via
the state account (i.e., institution's general fund checking
account) on a weekly basis.

| nmates who were previously enployed and are now
recei ving unenpl oynent conpensati on or worknen's conpensati on
benefits shall continue to have a deduction of 15 percent
taken fromthe gross benefit anount received, which shall be
applied to Room and Board.
(c) Such anobunts as are required to neet the actual and
necessary food, travel, and other expenses of the inmate when
rel eased for enpl oynent.
(d) Any anount as ordered by other state or federal agencies
with a legal right thereto (i.e., Departnent of Revenue,
Wel fare, Internal Revenue).
(e) Deduction of the anobunt for restitution ordered as a
result of the disciplinary process.
(f) Each inmate participating in a work-rel ease program shal
have a m ni num 25 percent of his gross salary or unenpl oynent
benefits designated as savings. These funds cannot be
W thdrawn without the prior witten authorization of the
Superintendent for circunstances of conpelling need. ( See
section 405.07).

405.09 Vol untary Wrk- Rel ease Deducti ons

Vol untary work-rel ease deductions shall include, but are
not limted to the foll ow ng:

(1) Resident Fund - (also called cottage fund) deduction
agreed upon by the inmate and used to provide funds for the
benefit of all residents or house nenbers as determ ned by the
Superi nt endent .
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(2) Any anount voluntarily agreed to for famly allotnment and
personal necessities while confined.

The institution Treasurer shall obtain witten consent by
the i nmate before making any vol untary deducti ons.

405.10 Interest Incone Earned From | nmate Funds on Deposit

The Departnent shall naintain accounts with the State

Treasurer that consolidates all inmate funds both personal and
savings in custody of the Departnment in order to maxim ze
i nterest incone. The Departnment will credit each active

inmate's account with interest earned by these accounts on a
mont hly basis based on their share of the net average daily
bal ance. Net average daily balance shall be defined as the
inmate's average daily balance |ess the anmbunt of secured
| oans from these accounts. In order to be credited wth
interest incone for the current period, an inmate nust be
active in the systemthe day the interest is posted.

405. 11 Receipt of Funds Procedure - |Inmate Account

(1) The mail room officer, control room officer, or other
designated position are the Departnent of Correction enpl oyees who
first receive inmate funds (check/cash from a donor or an
institution). These enployees shall make out a receipt slip for
all receipts including checks received through the mail. These
enpl oyees are also responsible for delivering all checks/cash to
the Treasurer or Fiscal Mnager

(2) The procedures the mail roomofficer, control roomofficer, or
desi gnee shall follow are:

(a) Make out nunbered receipt slip copies: (form DOC- Cl-SECC 1)
(1) Treasurer's officer (cashier/account clerk)

(2) Receipt

(3) Donor

(4) Control/mail officer's receipt book (auditor)

(b) Deposit in strong box or Treasurer's office:

(1) Receipt slips to cashier (accounting clerk)

(2) Cash/checks to person preparing deposits (Treasurer's office)
(3) The Treasurer/Fiscal Manager shall take the cash/checks and:
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(a) Determine that all receipt slips in the series are accounted
for;
(b) Ensure that the total of receipt slips is equal to the tota
of cash/checks received.

(4) The Treasurer/Fiscal Manager shall then

(a) Gve the receipt slips to the inmate accounting clerk for
posting to the inmate's account.

(b) Prepare deposit slip (two copies).

(c) Make deposit (getting both copies stanped by the bank).

(5 The inmate accounting clerk shall:

(a) Post receipt slip transactions to the inmate account.

(b) Issue an inmate edit list(s) for the appropriate type of
i ncome ent er ed.

(c) Present the inmate edit(s) to the Treasurer/Fiscal Oficer for
revi ew.

(6) The Treasurer/Fiscal Manager shall then

(a) Determne that the total of all incone edit(s) is equal to the
deposit slip of nonies/checks received for the day.

(b) Post the anmbunt of each edit to the i nmate cashbook.

(c) Sign the edit/edits before returning themto the inmate clerk.

(7) The inmate clerk shall then:

(a) File all copies of the receipt slips and edit(s)
chronol ogi cal | y.

(8) The availability of funds for receipted personal/business
checks of a relatively | arge denom nation should be restricted by
means of an account freeze until said check is properly returned
and funds verifi ed. Al inmate receipts fromthe U S Treasury
must be properly endorsed by said payee or any other nonetary draft
whi ch docunents a mandat ed endorsenent. Al so, no institution shal
accept/deposit any dual payee check in which an inmate is a co-
payee. The Superintendent nmay, at his discretion, reject any
receipt of funds on the behalf of any inmate that exceeds a
reasonable amount and is not in the best interest of the
institution to naintain.

405.12 Additional Internal Control Measures - Receipts

(1) Cash receiving activities shall be centralized in as few hands
as possi bl e.
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(2) Persons receiving cash shall have no access to accounting
records.

(3) Incomng receipts shall be controlled by sonmeone other than
t hose having access to cashbook or accounting records.

(4) Incomng mail shall be opened by a person w thout access to
cash receipt records (i.e., Mail Room O ficer).

(5 Al receipts nust be deposited intact.
(6) Cashing of checks fromdaily receipts is prohibited.

(7) Soneone other than the person recording case receipts (i.e.,
Accounting Clerk) shall prepare the deposits (i.e., Treasurer).
The duties of this person (Treasurer) shall be such that he has no
access to the inmates' accounts and nonthly bank statenents.

(8) Specific persons shall be responsible for receipts fromthe
tinme cash is received until it is deposited.

(9) Persons handling cash (i.e., Mail Room Oficer Control Room
Oficer) shall not be able to obtain access to an inmate's
account s.

(10) Wen posting, always use the date of the source docunent
(i.e., receiving slips for receipts, checks for disbursenents).

405.13 Disbursenent of Funds Procedures - | nmate Account

(1) Whenever an inmate wishes to initiate the withdrawal of funds
from his personal account, he shall fill out a wthdrawal/issue
slip. These slips shall be nade available to the inmates at
designated area(s) within the correctional institution and when
filled out shall include:

(a) Date

(b) Amount to be withdrawn (marked cash or check/ payee)
(c) Purpose

(d) Inmate's signature

(2) An individual (s) designated by the Superintendent shall be
responsi ble for submtting and approving the withdrawal /i ssue slip
to the Treasurer's office. The Accounting O erk/Cashier shall take
the withdrawal /issue slip and:

(a) Check signature;

11/ 12/ 99 103 CWR - 10



103 CVR: DEPARTMENT OF CORRECTI ON
(b) Check inmate account to ascertain there are sufficient funds
for wthdrawal ;
(c) Post withdrawals to i nmate account; date, w thdrawal nunber,
anount, and new bal ance.

(3) The Treasurer shall then follow the below |listed procedures
for preparing checks or making petty cash expenditures:

(a) Checks - Al approved requests for checks shall be entered
into the Departnent's Managenent |Information System

The DOC System allows for the manual issuing of a check or checks.
Whenever a manual check is issued, the System nust be updated
i medi ately, and the check nunber being assigned to the
di sbursenent nust be entered on the Enter D sbursenent Transactions
screen pronptly. Manual checks should only be issued when an
individual is being released and has not been notified until the
actual day of release. The only other reason a nmanual check/checks
may be issued is when the systemis not available to print checks.

I ndi vi dual s Authorized to Sign |Inmate Checks:

At a mninmum any facility that has a Treasurer or an Assistant
Treasurer's position shall authorize the Treasurer and Assistant
Treasurer to sign inmate checks.

(b) Inprest Petty Cash - A petty cash fund may be established to
provi de qui ck access to cash when necessary. No petty cash fund
shal | exceed $200. Disbursenents fromthe petty cash fund shall be
made for the purpose of cashing an inmate check. The doll ar anmount
of checks cashed fromthis fund should be limted to a naxi mum of
$50 whenever practicable.

Al'l checks that are drawn fromthe inmate account to be cashed nust
be entered as a CB cash box transaction type. This procedure wl|
generate a single check for all transactions coded CB payable to
the institution inmate account. This check is to be cashed at the
bank daily in order to replenish the inprest petty cash fund.

405.14 Additional Internal Control Measures - Di sbursenents

(1) Al disbursenents (other than petty cash) shall be made by
check.

(2) Al'l checks shall be signed by the Superintendent or his
desi gnee.
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(3) No checks shall be nmade payable to cash

(4) Al checks shall be pre-nunbered.

(5) Al | di sbur senent shal | be substanti ated, si gned
i ssue/w t hdrawal slips.

(6) Al'l such supporting docunents shall be canceled in such a
manner as to preclude their use a second tine.

(7) A nmonthly bank reconciliation will be centralized for all DOC
i nmat e funds on deposit.

(8 Monthly bank reconciliation will be made i ndependently of the
facilities recording inmate transactions.

(9) Petty cash funds shall be naintained on an inprest basis with
t he sane standard docunentary evidenced as for other disbursenents.

(10) Voided checks nust be appropriately filed and retained in
accordance wth the guidelines established by the Records
Conservati on Board.

(11) Authorized signatures shall be Iimted to enpl oyees having no
access to cash receipts.

(12) The signing of checks in advance of actual need shall be
pr ohi bi t ed.

(13) Supporting docunents shall acconpany checks submtted for
si gnat ure.

(14) Only the Treasurer of Assistant Treasurer shall have access
to the petty cash fund.

(15) Petty cash disbursenents shall be approved by the
Superi nt endent or designee.

405. 15 Disposal of Mney Seized as Contraband

Any noney found in the possession of an inmate which is in excess
of an anount authorized by the Superintendent shall be confiscated,
and a disciplinary report witten. The contraband shall be
forwarded to the Superintendent who shall insure the noney is
credited to the inmate's savi ngs account.

405.16 OQutside Donations to | nmates
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| ndi vi dual s and/ or organi zati ons nmay nake donations to an i nmate by
check for deposit in the inmate's personal account. However, al
donations nust be deposited directly into the inmte's persona
account and be payable to the inmate only. No donations may be
made payable to any inmate organi zation, group, or association on
behal f of the inmate or on behalf of friends/guests of the inmate.
Thi s does not preclude any individual or organization from maki ng
a donation to an inmate organization to carry out its chartered
purpose. Inmates shall not be permtted to use political action
commttees to raise noney for political purpose. Al such donations
may be seized by the Departnent for the purposes set forth in 103
CMR 405. 08.

405.17 Disciplinary Process Sancti oned Rei nbursenents

(1) An inmate who has been found guilty through the disciplinary
process in accordance with 103 CWR 430 and has been ordered to nake
restitution as a sanction, may consent to having funds debited from
hi s savi ngs and personal accounts to provide such restitution.

(2) Followng a guilty finding and order of restitution through
the disciplinary process, the inmate shall be given a consent form
indicating the total anount of funds to be voluntarily debited and
t he anount debited fromthe inmate's personal and savi ngs accounts,
respectively. Upon the inmate's signing the consent form the
institution Treasurer shall debit the account(s) as indicated and
pay the funds so obtained to the General Fund of the Commobnweal th
or to the institution operating budget, as required.

(3) Should the inmate refuse to consent to voluntary debiting of
his account(s) in accordance with 103 CWMR 405.17(1) and (2), the
Superintendent may order the debiting of the inmate's personal and
savi ngs account in an anmount up to one-half of the noney earned by
an inmate while incarcerated provided, however, any or all of the
noney may be debited if the inmate is a sexually dangerous person
or person serving a life sentence. The order shall be in witing
and shall specify the offense for which the forfeiture is being
i nposed. Upon receipt of the order, the institution Treasurer
shall debit the account(s) as indicated and pay the funds so
obtained to the General Fund of the Commonweal th or the institution
oper ati ng budget, as required.

(4) If the anmount debited from an inmate's accounts is
insufficient to satisfy the restitution order, the Superintendent
may order the inpoundnent of the inmate's accounts for the
remai ni ng anmount of restitution owed. The order shall be in
witing and shall specify the offense for which the forfeiture is
bei ng i mposed. During the period of inpoundnent, no account funds
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may be expended by the inmate. The Superintendent nmay continue to
w thdraw one-half of the noney earned by an inmate while
i ncarcerated or any unearned funds as they accunulate until ful
restitution is made. All of the noney accumul ated by a sexually
dangerous inmate or an inmate serving a life sentence may be
withdrawn until full restitution is nmade. The inmate may, at any
time, consent to voluntary rei nbursenent in accordance with 103 CWR
405.17(1) and (2), execute a consent formto this effect. Should
the inmate so consent and execute the consent form the
Superintendent shall rescind the inpoundnment order.

(5 In any case where the disciplinary process has resulted in an
order of restitution as a sanction for costs incurred by the
Commonweal t h, the Superintendent may, at his discretion, reduce the
anount of restitution to the extent he deens appropriate.

(6) The above provisions 405.17(1)-(5) may not apply to patients
at the Bridgewater State Hospital, since they are not subject to
di sci plinary heari ngs.

405. 18 Court Assessnents and Ot her Authorized Assessnents

(1) Court Assessnents Any and all funds in an inmate's persona

or savi ngs account nay be expended by the superintendent to
satisfy an anount ordered by a court including restitution,

fines, victimw tness assessnents, court costs, etc.,
notwi t hstandi ng the provisions of 405.17 and regardl ess of inmate
consent .

(2) Oher Authorized Assessnents An inmate who is the subject of
any aut hori zed assessnent, including but not limted to, the cost
of preparing, collecting, and processi ng of DNA sanples and ot her
| egi sl atively authorized assessnents, may consent to having funds
debited from his savings and personal accounts to satisfy such
assessnents.

(a) If an inmate is not considered indigent at the tinme of a
DNA test or other assessnent and has funds to cover the ful
cost of the test or assessnent, the inmate shall be required
to pay the amount owed in full

(b) If an inmate is not considered indigent at the tinme of the
DNA test or other assessnent but does not have sufficient
funds to cover the full amunt owed, the inmate shall be
required to nmake a partial paynent using all available funds,
both personal as well as savings over and above the $100. 00
mnimum required in the inmate's institutional savings
account. The superintendent may order the inpoundnent of the
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inmate's accounts for the remai ning anount. During the period
of inmpoundnent no account funds may be expended by the innate.

(c) If an inmate is indigent at the tinme of the DNA test or
ot her assessnent, no fee or assessnent will be inposed. The
Director of Adm nistrative Services shall establish standards
for determ ning indigency for purposes of this section.

(d) If an inmate refuses to consent to the voluntary debiting
of his savings and personal accounts, the superintendent may
order the debiting of the inmate's savings and personal
accounts for up to % of the noney earned by the inmate while
i ncarcerated and any unearned funds provided, however, that
any or all of the noney may be debited froman inmate if the
inmate is a sexually dangerous person or the inmate is serving
alife sentence for any other type of judgenent or assessnent.

(e) IF the amount debited from an inmates’ accounts is
insufficient to satisfy the assessnent the superintendent nmay
order the inpoundnent of the inmate’s accounts for the
remai ning anount. During the period of inpoundnment no account
funds may be expended by the inmate. The superintendent may
continue to withdraw % of the noney earned by an inmate while
i ncarcerated and any unearned funds as they accumul ate until
t he judgenent or assessnent is satisfied. Al of the noney
of a sexually dangerous person or an inmate serving a life
sentence may be withdrawn until full restitution is nade.

405.19 Inmates Transferred

Upon the transfer of an inmate, all bonds shall be
forwarded with the transporting officer(s) or miled via
certified mail, return receipt requested. Said bonds shoul d
be docunmented and delivered to the institution. The transfer
of all funds is tracked by the DOC conputer system (Managenent
| nformati on Systen).

405. 20 Money of Escaped or Deceased | nmates

If an inmate has died, the noney in the inmate's institutiona
account shall be paid to the proven adm nistrator or executor of
t he deceased inmate by the Treasurer, who shall issue a receipt and
retain a record of the transaction. Pursuant to MG L. c. 127, s.
96A, nonies that remain in a discharged, escaped, or deceased
inmate's institutional account after a period of tw years, shal

be paid to the State Treasurer, (suspense funds), to be held
subject to being paid to the person establishing a lawful right
thereto. This transaction shall be coordi nated by the Departnent
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instead of the individual institutions and shall be acconplished on
a systemw de basis (CR forn).

405. 21 Rel ease of Mney Upon Parole or Release fromthe
Departnent's Cust ody

(1) Upon parole or release fromthe Departnment's custody, innmates
will receive all nonies in their personal and savings accounts,
i ncluding applicable interest accrued, provided that they have
relinquished all state property, and have signed the control room
cash recei pt book. For purposes of this transaction "paroled or
rel eased" is defined as the authoritative discharge of confinenent
froma Departnment of Correction facility. |If the inmate questions
t he amount and circunstances of the nonies in the remarks section
of the receipt, action should then be initiated i mediately by the
Treasurer to bring about a resolution of the anpbunt in question.

Al'l nonies in an inmate's personal and savings account shall be
delivered to the inmate in the formof a check. Only under certain
mtigating circunstances, as approved by the Superintendent, my

cash be used. |If the inmate does not have at |east $50 in conbi ned
personal and savings funds upon rel ease, funds may be subsidized
fromthe institutional budget, i.e., object code Rl2, subsidiary to

sum $50. Any innmate-authorized debts owed to the institution may
be deducted from this anmount before the actual issuance of final
f unds.

(2) All nonies arriving at the facility after the parole or
rel ease of an inmate shall be forwarded to his new address after
deduction for anmounts |oaned to the inmate upon release (i.e., gate
fee).

405.22 Audits of I nmate Account Records

The Departnent of Correction Internal Audit D vision shall audit
each institutional inmate fund whenever there is a change of a
Treasurer/ Fi scal Manager responsible for the fund.

405.23 Mnthly Reports

(1) A Proof of Inmate Fund Trial Balance reconciles the inmate
cashbook to the Departnent's Managenent |Information System
(Attachment F). The original copy shall remain on file at the
institution and a copy forwarded, via the Managenent |nformation
System to the DOC Internal Audit Division

(2) A Reconcilenent of Inmate Fund Bank Accounts reconciles the
| ocal depository account and the Departnent's centralized
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di sbur senent account (Attachment Q. The original copy shall
remain on file at the institution and a copy forwarded, via the
Managenent I nformation System to the DOC Internal Audit Division.

(3) Al active inmates will be provided wth a nonthly statenent
of the ampbunts in their personal and savings accounts.

405.24 Access to Records

The Director of Adm nistrative Services or his designee shall have
access to all institutions and their fiscal records for audit
pur poses to determ ne conpliance with this regul ation.

405. 25 Retention of Accounting Records/ Source Docunents

The Departnent (facility/institution) copy of all fiscal records
must be systematically filed to facilitate later retrieval for
audit purposes.

405.26 GCeneral Information

(1) Uncl aimed inmates' funds belonging to inmtes who are no
| onger in the system and who have not been for two or nore years
shall be transferred to the State Treasurer's office. Thi s
transaction wll be coordinated by the Departnent on a systemw de
basi s.

(2) Wenever there is novenent of funds within the i nmate account,
a reconciliation shall be perforned that day to ascertain simlar
entries were nmade on the inmate accounts; the system generated
edits, the bank account and in the cashbook. This shall be
acconplished by taking the before and after balances of the
cashbook, bank accounts, and inmate accounts. Regardless of the
gquantity of inmate transactions or |ack thereof, end of day reports
will be printed and retained on a per diem basis utilizing a
busi ness cycle. (Every business day).

(3) Al supporting docunentation to the nonthly reports (receipt
slips, issue/wthdrawal slips, deposit slips, canceled checks,
transfer slips, etc.) shall be retained and fil ed chronol ogically.

405. 27 Responsible Staff
The Director of Adm nistrative Services, under the supervision of
t he Associ ate Conm ssioner of Adm nistration, shall be responsible

for inplenentation and nonitoring of this regulation throughout the
Depart nent .
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Each Superintendent shall be responsible for inplenmentation of this
regul ation and for the devel opnent of any and all necessary and
appropriate institution policies and procedures.

405. 28 Revi ew Date

This policy shall be reviewed annually fromthe effective date by
t he Comm ssioner or his designee. The party or parties conducting
the review shall develop a nmenorandum to the Conmm ssioner with a
copy to the central policy file indicating that the review has been
conpl eted. Recommendations for revisions, additions or deletions
shal | be i ncl uded.

405. 29 Severability d ause

| f any article, section, subsection, sentence, clause or phrase of
these reqgulations is for any reason held to be unconstitutional,

contrary to statute, in excess of the authority of the Conmm ssioner
or otherwi se inoperative, such decision shall not affect the
validity of any article, section, subsection, clause or phrase of

t hese regul ati ons.
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